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Adding Items to existing records

0 Two ways to add items:

0 1) New - Creates new items with default
item type and collection information

O 2) Batch create — copies information from
a current item in numerous guantities




Search for the record and Send to
Copy/Item list

O 1)The first step iIs to search for your
record - (F2 or searching>=new search)

0 2)Verify that the record reflects the item
In hand (ISBN, author, title, etc.)

O “Send to” copy/item list (F10 or the icon
with the paper and yellow arrow)
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Copy/Item List - New
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Edit screen - New
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Edit and Save

¥ utah County Bookmobile - [Edit: Items for Bib 2427]

@ File Edit Yew Tools Window Help _IEILI
e S R == =R =T E S T =
==l
g Searching ITom—,
£ isiti
cauismians Created 02/27/2006 Updated
A cataloging
A circulation ltem Type IBKS Sooks ﬂl
[ serials Itern Barcode I
A Administration
Location IUTCB LA Cownt) Sookirodiifie Codes
Collectian IE Eas) Codes
call Mo, |
Caopy Staterment | Serial Walume Mo, I
Source IDClC Price I
lterm Mote |
Item Status Ia\-' Avaiabie Codes I
Fast-add [T
Zheckin Hote
Last Checkout Mo, of Checkouts
Ciue Time 2Ot to Borroweer Mo,
Mo, of Pieces Mo, of Renewals
Mo, of Phone Renewals
CapytE
Call Twpe IDD Seneral Codes I
Staff-Cnly [
Close I Sawve | Fage g | Page Down | Page 1 of 2
A\
Ty Titles: spy lﬁ \Q‘ns f... ﬁ Edit: ltems FD...I
|Linda K R.ohaolk OVR MU
M @' i | é > I Novell—delive pepl. .. l @Utah State Library - ... l @Mlcrosoft PowerPoint ... Fl Ukah County Bookmo. .. QIEE 10:00 AR

Scan Barcode, Aad Call# and check item type and collection




Exiting without saving changes

o If you exit without saving changes you will
be prompted to save or cancel (Yes is the
default)
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Check-1n new Item

O Remember to always check-in the new
Iitem

O Option 1 - Open the circulation module
and scan the new barcode

O Option 2 - From the copy list you can
“send to” (F10) and choose check-in

then Enter once the barcode has
transferred to Circulation



tem/Copy List — Batch Create
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Batch window — Copy area

Batch Iterm Creation
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New item is created — Edit item
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Edit new item
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A number is automatically added in the copy statement
with batch create — you may want to delete




Copy Area options

O The first example created 1 new item
based on the item that was highlighted
when “batch create” was chosen.

Ol imin”from” and 5 In “to” 5 would create
5 new Iitems

O A prefix can be added before the copy
area (for example “v.” for volumes )



Pretix label example — Batch create
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This will create 5 new items with v.1 - v. 5 in the
copy statement area of each item




Prefix example — Batch create
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Add Barcode and Save

B utah County Bookmobile - [Edit: Items for Bib 1334]

@ File Edit Wiew Tools ‘Window Help ;Iilil
e R EE =R < EE R E R L =

B |
F- [ Searching term# 19856

-2 Acquisitions

Created 0242772006 Updated
-2 Cataloging

~[ZA circulation ltern Type  |BKS BOokS E
<[ serials [tern Barcode I'I 9856.1.1 —
~(Z3 Administratian Location [UTCE it Cowngr Bockmobile G
Collection I]F— SLaaE Siertio Codes
Call Mo, I] Foweling Copy Staternent v, 1

Serial Wolurne Mo, I
Source |0clc FPrice |1?.95

Itermn rote I

ltem Status Ia\r AliEaia Codes

Fast-add [

Checkin Mote

Last Checkout Mo, of Checkouts 0
Cue Time ot to Borrower Ro,
Mo, of Pieces Mo, of Renewsals 0

Mo, of Phone Renewals 0O

Copy#

Call Type IDD Feraral Codes
Close I Save I Fage Llp I Fage Down Page 1 of 2

Iy, Titles: harmy I ﬁ List: ltems f... ﬁ Edit: [tems fD...I

|Linda K Roholt: VR [MUr




Check-1n new Item

O Remember to always check-in the new
Iitem

0 Option 1 — Circulation>=0pen CKI Window
and scan the new barcode

O Option 2 - From the copy list you can
“send to” (F10) and choose check-in

then Enter after the barcode has
transferred to Circulation (you will hear a
beep If it has checked- In)



(Questions?

O Contact

Linda Roholt

Utah State Library
1-800-662-9150
801-715-6754
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